Mississippi State University

Scholars Junction
Policies and Procedures

University Libraries

8-10-2020

Digitization Workflow Chart
Jenifer Ishee
Mississippi State University, jhoffman@library.msstate.edu

Emily D. Harrison

Follow this and additional works at: https://scholarsjunction.msstate.edu/libpolicies
Part of the Archival Science Commons

Recommended Citation
Ishee, Jenifer and Harrison, Emily D., "Digitization Workflow Chart" (2020). Policies and Procedures. 10.
https://scholarsjunction.msstate.edu/libpolicies/10

This Document is brought to you for free and open access by the University Libraries at Scholars Junction. It has
been accepted for inclusion in Policies and Procedures by an authorized administrator of Scholars Junction. For
more information, please contact scholcomm@msstate.libanswers.com.

Special Collections
Project

Patron Requests

Project
approved
by DPPC

Ticket
created

Ticket
created
If Yes, meeting set up to
determine style guide
(SC staff making request,
Lauren, Jana and Jenifer
I.
DPAU to create
Metadata?

DMC
Project/Request

If SC will create metadata,
meeting set up with SC
staff making request and
Lauren to determine style
guide.

Item(s) delivered to
DPAU by SC staff (in
accordance with
COVID Guidelines)

Once metadata is create,
item(s) delivered to DPAU
by SC staff (in
accordance with COVID
Guidelines)

DPAU
Digitizes
items

Items and
metadata
uploaded
to CDM
DPAU notifies SC
that items are
ready to be picked
up (all
communication via
Ticket system)

MML Event
photos
uploaded to
Staging Drive

Item(s) delivered to
DPAU by SC staff (in
accordance with
COVID Guidelines)

Ticket
created for
DPAU

DPAU notifies
SC staff that
item is ready
for delivery

DPAU
creates
metadata

Within 30 days,
SC advises
whether item
will remain as
part of digital
collection

If Yes, SC consults
with Lauren regarding
style guide, provides
metadata for items
and notifies DPAUL
when metadata is
complete

In-house Exhibits

Physical Exhibit

Omeka Exhibit

Office of
Thesis/Dissertation
Cultural
Conversations
Videos

TV Studio
delivers
copy to
Melissa

Approval from
Exhibits Committee

Receives
request for
permanent
embargo

Approval from DPPC

Do digital items exist
in DPAU archive and
are they sufficient
quality for exhibit?

Yes

If No, item will
be deleted by
DPAU from
staging drive

Items and
metadata
uploaded to
CDM

Melissa embeds
captions, posts on
YouTube, and puts
in a ticket for
DPAU that item is
in the staging
drive

ETD Office
forwards
ETD to
DPAU

DPAU
creates
metadata

Post-digitization: DPAU
copies Tiff files/AV files and
metadata spreadsheet to
archive drive; deletes
JPEGs/AV files from
staging drive (Quarterly)

DIGITIZATION WORKFLOWS, updated 7/29/20

CMS

Curator submits ticket to
DPAU to digitize item,
indicating whether item
should go in a permanent
collection or replace item in
collection

Curator submits ticket to
DMC detailing specs of
exhibit and providing
detailed path location of
digital items

DPAU uploads ETD
to dark archive and
notifies ETD Office
of server location
for student's file

No

Ticket completed
and closed out.
Curator notified

